HOW TO SUBMIT A GRADING EXCEPTION APPLICATION

**NOTE: this tutorial as well as the programs referenced may not process correctly if you are using an
internet browser other than Internet Explorer. If you are experiencing difficulties, please try again and
follow the tutorial’s steps in Internet Explorer.

1. Gotowww.trpa.org
2. On the right-hand side of the page, under “Top Pages on TRPA.org:” Click on “Grading Exceptions

& Winterization.”
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CALENDAR

October 5, 2017 1:00 pm
Tahoe Inter-Agency Executives (TIE)
Steering Committee

October 5, 2017 2:00 pm
Hearings Officer Meeting
October 11, 2017 100 pm

Advisory Planning Commission

ABOUT TRPA | REGIONAL PLAN | PROGRAMS | PERMITTING | DOCUMENTS | GET INVOLVED | TAHOE FACTS 1 CONTACT

PRESS ROOM TOP PAGES ON TRPA.ORG

TRPA Recognizes 15 Projects with Best
in_Basi: It

September 28, 2017

Monthly Column: Restoring Lake

3. You are now on the “Inspections and Securities” page. Scroll down to the “REQUEST PROCESS”
section, and select “ONLINE FORM.”


http://www.trpa.org/

inspections & Securities

<« C | © www.trpa.org/permitting/inspection:
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Hearings Officer Meeting

View Meetings and Events calendar

The following activities do not require a GSE, even outside the grading season:

Up to 3 cubic yards of soil disturbance (when not part of a larger project) if completed within 48 hours

and the site is stabilized to prevent erosion 3
Paving, if all grading and base compaction iggffeady completed Sign up for our eNewsletter

REQUEST PROCESS

1. Gather information about t| operty. In order to complete the form, you will need the permit

3. Pay fees. The online form requires payment by credit card. If you wish to pay by cash or check, visit m
our office to fill out a form. The fee is required for review of your request and does not guarantee

approval. No refunds will be issued if your request is denied. n Tahoe
4. Once your request is submitted, a confirmation e-mail will be sent to the address provided. An ___J Qj w

inspector will review your request and will send e-mail notification within 3 business days to let you

know if your request has been approved or denied.
5. Occasional e-mail updates may be sent out regarding weather conditions or other important news
related to your grading season exception.

FEE AMOUNTS

= Residential projects: $60
= All other non-residential projects: 5148
= EIP projects: contact your inspector for more information

CONDITIONS OF APPROVAL

1. Temporary BMPs must be installed and fully functioning at all times.
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4. You have now navigated to the Citizen Access Portal. On the right-hand side, enter your Citizen
Access username and password to continue. If you do not have a Citizen Access account, please
see the “How to Create an Account on Citizen Access Portal” tutorial (http://www.trpa.org/wp-
content/uploads/Tutorial-Create-an-Account.pdf).
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Apply for Permits, Search Property & Permit Records Need Help?

4547t

Help Maps & Resources

Accesiomty Suppost enegmonomn Account ﬁlogm

m Building

Advanced Search

Notice:

The browser you are using is not on the list of our supported browsers and versions.

For best user experience, it is recommended you use one of our supported browsers and versions:
Internet Explorer 10 & 11

Mozilla Firefox 32

Chrome 37

Safari 6

Opera 24

Welcome to TRPA's online records Login
We are pleased to offer public access to useful information online 24 hours a day. 7 days a week T —

What would you like to do today?

Login »

Building General Information

5. Once you have logged in, select the “Building” button on the left-hand side of the screen.


http://www.trpa.org/wp-content/uploads/Tutorial-Create-an-Account.pdf
http://www.trpa.org/wp-content/uploads/Tutorial-Create-an-Account.pdf

' 1 inspections & Securities f’ [ Accela Citizen Access ‘QW

<« C @ Secure | https;//aaweb.trpa.org/CitizenAcc me.aspx

i Apps B ADP (@ Meail- filerequest@ [ NewTab [E] PhoneMessagelog (8 Tahoe Basin Map M

TAHOE Apply for Permits, Search Property & Permit Records Need Help?
REGIONAL 775-588-4547  trpa@trpa.org

PLANNING
AGENCY

Help Maps & Resources

Logged in as:Jordan Pruitt (] Accessibility Support  Collections (0)

B3 commt Marsgerment 5} Logout

LN Building

Dashboard My Records My Account Advanced Search

Welcome Jordan Pruitt

You are now logged in

What would you like to do today?
To get started, select one of the services listed below.

General Information

L

Building

Lookup Property Information

Q

Search Applications

IRPAHome | TRPA Permitting | TRPA Permitting FAQ's | TRPA Permit Process
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6. Once have selected the “Building” tab, click the “Create Application” button.

'l Inspections & Securities x,amelacmzennccess x‘@m
L ame=Building&TabList=HOMES%7C0%7CBuild C1%7CCurrentTablndex%7C1 %

<« C' | @ Secure | https;//aaweb.trpa.org/CitizenA

1odule=Building&T

Apps @D ADP [ Mail - filerequest@u [ New Tab Phone Message Log (8§ Tahoe Basin Map M

~ Search Applications

Records

Showing 0-0 of 0

Date File Number

No records found.

Search for Records
Enter information below to search the TRPA's permiitting database. Permits can be searched for by entering any of the following information:
« Site Address

+ Permit Information

General Search

El Dorado

Search my records only

Parcel Number. Record Number:

Street No.: Street Name: Direction: Street Type:

~Select-- ¥ -—Select— ¥

7. Read the disclaimer, then check the box stating that you have read and accept the above terms.
8. Then, select “Continue Application.”
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5. Privacy Policy

While the Agency does not sell any information collected and provided through this Web site, such information may be subject to disclosure as required by any federal, state or local laws, rules, or regulations,
including, but not limited to, the Agency’s Public Records Act (Government Code Section 6250 et seq.)

6. Communications via Web Site

(Communications made through e-mail and messaging systems shall in no way be deemed to constitute legal notice to the Agency or any of its agencies, officers, agents, or ives, with

respect to any existing o potential claim or cause of action against the Agency or any of its agencies, officers, agents, or rep where notice to the Agency is required by any federal, state
or local laws, rules, or regulations.

7. Termination of Agreement

[The Terms of this agreement will continue to apply in perpetuity until terminated by either party without notice at any time for any reason. Terms that are to continue in perpetuity shall be unaffected by the
termination of this agreement

8. Jurisdiction

You expressly understand and agree to submit to the personal and exclusive jurisdiction of the courts of the country, state, province or territory determined solely by the Agency to resolve any legal matter
arising from this agreement or related to your use of the Web site. If the court of law ha
and the remaining Terms will continue to be valid.

9. Entire Agreement

You understand and agree that the above Terms constitute the entire general a
10. Changes to the Terms

[The Agency reserves the right to modify these Terms from time to time at
lof the Web site after any changes to Terms will signify your agreement
[Communications via Web Site

Communications made through e-mail and messaging systems sh;
respect to any existing or potential claim or cause of action agaj
or local laws, rules or regulations.

jurisdiction, rules that any provision of the agreement is invalid, then that provision will be removed from the Terms

ment between you and the Agency regarding use of the Web site.

sole discretion and without any notice. Changes to our Terms become effective on the date they are posted and your continued use

In no way be deemed to constitute legal notice to the Agency or any of its agencies, officers, agents, or ives, with
the Agency or any of its agencies, officers, agents, or repi ‘where notice to the Agency is required by any federal, state

If you are applying for a permit a planner

contact you within 2 weeks of online submittal. At that time a planner will arrange an inspection date. In the case
of online permitting your permit will be

ailed to you upon approval.

8

[ | have read and accepted the above terms.

017 | TRPA Home | TRPA Permitting | TRPA Permitting FAQ's | TRPA Permit Process | All Rights

9. Select the “Grading Exception” option from the record types listed.
10. Then, click the “Continue Application” button.
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Logged in as:Jordan Pruitt  Collections (0) Bkmummmgemem @]Logom

Dcreae Application X Search Applicatic s

Select a Record Type

Choose one of the following available recofftypes. For assistance or to apply for a record type not listed below please contact us.

‘ Continue Application »
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TRPA Home | TRPA Permitting | TRPA Permitting FAQ's | TRPA Permit Process

11. You are now on the Address/ Owner Info page: enter the street number and street name OR enter
the parcel number with dashes (for example: 093-000-000, 1418-00-000-000, 125-000-00). It is
not necessary to enter any additional information to search.
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Small scale BMP

2 Contact Info 3 fpplication 5 Record Issuance
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Step 1:Address/Owner Info >Address/Owner Info
Address

CHOOSE EITHER STREET NO AND STREET NAME OR PAR|

1 Address/Owner
Info

*Street Name:

*Parcel Number.
033.792-05
Jurisdiction:
Priority Watershed:

Watershed:

A Py oo

12. After the address and parcel fields have auto-populated, click “Search.” the system will
automatically fill in all property and owner information. Only change owner information if it
displays incorrect name and address. Once you have verified that all information is correct, select
“Continue Application.”
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Watershed:

UPPER TRUCKEE RIVER

Local Plan (AP/CP/PAS):

TAHOE PARADISE (TP) WASHOAN

Owner

NG RANCY

Address Line 1.

BLVD

Address Line 2
Address Line 3
City State:
SOUTH LAKE TAHOE ca

TRPA Home | TRPA Permitting | TRPA Permitting FAQ's | TRPA Permit Process | A



13. You have reached the “Contact Info” Section; Section two. To fill out this portion, click “Select
from Account.” This will give you the choice of your contact information and/or the owner
information. When one of these individuals is chosen, the system will populate the contact
information fields for you.

13 A. To add a new contact: Add a new contact by clicking “Add New” and filling out the
required fields. Then, click “Continue.” Once all contact information has been added, click
“Continue.”
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Contact Information
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13 B. To look up a contact: click “Look Up” and enter just the last name or the name of the
business and the system will populate the information for you. Once entered, click “Continue.”
When done, select “Continue Application.”
e NOTE: When entering the name of the business, please use the wild card symbol “%”
(for example: %tahoe%regional%)
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Type:
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14. Once you have filled out contact information, select “Continue Application.”
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Step 2: Contact Info >Contact Info
Applicant
e - T e . Su— - - E

To add new contacts, click the Select from Account of AGd New button. To edit a contact, click the Edit link

A SRS

‘ Continue Applicat ' 4

15. You are now in the “Application Details” section of the application; Step 3. Fill out all required
information in the boxes.

16. Check the box stating that you agree with conditions of approval.
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Grading Exception

1 Address/Owner
Info

2 Contact Info

3 Application

1 5 Details

Step 3:Application Details > A|

ASI
/\

tails

5 Pay Fees

*indicates a required field

Residential or Non-Residential:

* Explain why work needs to be done outside!
grading season. Exception must be for public
health, safety, erosion control or water quality!

*TRPA File No. or MOU Permit No.:

* Amount of material to be moved or disturbed:

* Destination of material.

*Beginning Date:

*Ending Date:

-Select--
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17. Attach all required documents outlined in the application by selecting “Add.” For assistance with
this, please reference the tutorial “How to Attach a Document on Citizen Access.” You can attach
site plans, authorization forms, calculation spreadsheets, etc. These documents must be in PDF

format.

** NOTE: Pictures are required for Grading Exception Applications.
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*1 AGREE WITH CONDITIONS OF APPROVAL.
(Read conditions by clicking help button)
Photographs are required for review of your
Grading Season Exception (GSE) request.
Submit photographs under the box labeled
“Attachment” below. Required photographs
include: Driveway (Paved access is required),
Proposed work area, Temporary BMPs,
Stabilization :

Attachment

ITEMS THAT CAN BE ATTACHED IN PDF FORMAT:
PHOTOS

AUTHORIZATION FORM

DIAGRAM OF PROJECT

NOTES TO INSPECTOR

ANY OTHER ASSOCIATED ITEMS

FOR BMP PROJECTS PLEASE ATTACH:
**SITE PLAN

**CALCULATION SPREADSHEET
**TREATMENTS PAGE

The maximunm file size allowed is 50 MB.

htmihtm:mht:mhtmi are disaliowed figfpes to upload

No records found




18. You have reached the fourth section of the application: review. Review all of the information and
verify that it is correct. When finished, click “Continue Application.”
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Continue Application »

Small scalo BMP

128 MARKET ST
KINGSBURY NV

Parcel

Parcel Number: 1318-26-101-011

00D CREEK
[PASY. SOUTH SHORE AREA PLAN

TAHOE REGIONAL PLANNING AGENCY
PO BOX 5310
STATELINE NV 89449

Applicant

nal Planning Agency
ark Horse Rd. Unit A

Reno, NV, 89521

Home Phone:775-843-2455

19. You have now been directed to the fees portion of the application. This screen will display the fee
amount due for the Grading Exception application. Select the “Continue Application” button to
begin your credit card payment.

20. You are now at the payment screen. Enter all credit card information here. If the cardholder is the
same as the contact logged in for this project you can auto populate the information. After all
information is entered, select “Submit Payment.” Once payment has been submitted, your
application is complete.



21. Congratulations! Your project application has been submitted. This page includes your File/Record
number for this project. You should receive a confirmation email.
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Step 5: Record Issuance

Your application has been successfully submitted
/") Please print your record and retain a copy for your records.

Thank you for using our online services.
Your Record Number is BMPR2017-0011.

You will need this number to check the status of your application o to schedule/check results of inspections. Please print a copy of your record and post it in the work area.

You may choose "View Record Details” to check status, or make other updates.

LTSI N o DR TICRN (You fmast post the record in the work area )

TRPAHome | TRPA Permitting | TRPA Permitting FAQ's | TRPA Permit Process

Thank you for helping us save paper by using our electronic application submittal.



